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Doctor Practice 
Maintenance  
User Instruction 

 
   

 
 
Doctor/Practice Maintenance, in the Maintenance menu, gives you the ability to create a 
physician database within RESource where you can store practitioners and their practice 
information.  The lookup icons  in the Patient Details window reference the 
physicians/practitioners entered here, so you will want to include any referring and discharge 
physicians (for more information on these lookup fields see the Patient Services section).  

 
 

 
 
 
Adding New Practitioners/Practices 
 
To add a new practice (including practitioners): 

1 – go to the Maintenance menu and select Doctor/Practice Maintenance - 
the Practitioner/Practice main window will appear 

 
2 – select the Practice option from the View section then click the Add 
button 



2 
 

 
The Practice Add/Edit screen will appear – enter the practice demographic 
information in the Practice Information section.  

  
 

3 – to enter practitioners for the practice, click the Add button in the 
Practitioners section – the Practitioner Add/Edit form will appear.  
Complete the form and click OK.  Note that the practice name and type 
default to the current practice – the type can be edited for each individual 
practitioner.  Repeat for each practitioner to be added to the practice. 
 
NOTE: In the Practitioner Add/Edit window, the ‘Type’ drop down selection 
needs to be set up by a REsource Administrator. Refer to the main menu and 
select Maintenance – Admin – Lookup Table Manager. In the Table Maintenance 
window, choose lkupDocPracticeType to create this drop down list.  
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4 – enter any affiliated hospitals by clicking the Add button in the Hospitals 
section – select the hospital(s) from the list provided and click OK.  Check 
off the Pri checkbox to indicate the primary hospital affiliation. 

  
 
 
 
 

 
 
 
 
 
 
If the desired hospital does not exist you can add it to the database from the main window.  
You cannot create a new hospital record from within the Practice Add/Edit window. 
 
To add a new Hospital: 

1 – go to the main window and select Hospital from the View section 
 
2 - click the Add button - the Hospital Add/Edit form will appear 

 

Practitioners can also be added individually to the database, without going through a practice.  From 
the main window, select the Practitioner option from the View section then click Add.  The same 
Practitioner Add/Edit form will appear – complete the form with the practitioner’s information.  
You can assign the physician to an existing practice in the database by selecting it from the Practice 
dropdown provided. 
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3 – enter the hospital information in the fields provided and click OK 
 
 
 
 
 
Existing Practitioners/Practices 
 
Lookup 
To lookup an existing practice: 

1 – select Doctor/Practice Maintenance from the Maintenance menu - the 
Practitioner/Practice main window will appear 
 
2 - select the Practice option from the View section 

 
3 – enter the practice name criteria in the Practice Name field and click the Search 
button 
 

 
 
4 – all practices meeting the name criteria will appear with the practice name and 
type, city, and state – select the desired record and click the Edit button to see more 
information or to Edit information.  The Practice Add/Edit window will appear 
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displaying all the demographic information, along with the practitioners entered for 
the practice and any hospital affiliations. 

 

 
 
To lookup an existing physician: 
 1 – select the Practitioner option from the View section in the main window 
 

2 – enter the physician Last Name search criteria and click the Search button 
 

 
 
3 – all practitioners meeting the last name criteria will appear with their practice 
name and type, and phone number – select the desired record and click the Edit 
button to see more information or to edit information. 
 

 
 
The Practioner Add/Edit window will appear. See below. 
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To search practices for a physician: 
 1 – select the Practice option from the View section in the main window 
 
 2 – check off the ‘Search Practices For Practitioner’ checkbox 

 
3 – enter the Last Name and First Name search criteria and then click the Search 
button.  Any practices containing a practitioner meeting the search criteria will be 
displayed in the window. 
 

 
 
In the above example, a practitioner named Example Doctor1 exists in the Example 
Practice record. 

 
Remove 
To remove a practitioner or hospital from a practice record, choose to edit the practice, 
select the practitioner/hospital to be removed, and click the corresponding section’s 
Remove button. 
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Removing a hospital only removes it from that particular practice; it does not delete it from 
the system.  Removing a practitioner will only delete him from the system if there are no 
patients in RESource that reference him.  If a patient reference/link exists, the system will 
display an error message and you must Retire the practitioner instead. 
 

 
 
 
 
 
Retiring Practitioners 
Once a physician/practitioner has been entered into the system AND is referenced by a 
patient record (the practitioner has been selected as either the current OB/GYN or referring 
physician in Patient Details by using the lookup ) he cannot be deleted from 
Doctor/Practice Maintenance.  Instead, practitioners can be “retired” so they no longer 
appears as active, but will remain in the demographics of any applicable previous patients.  
Examples of when you would Retire a practitioner: 
 1 – they are no longer practicing 

2 – they have moved to a different practice.  In this case you would Retire the record 
in the original practice and create a new practitioner record in the new practice.  You 
would not simply change the practice in the existing practitioner record because you 
will want the original practice-practitioner link to remain in any existing patient 
records (for marketing and referral data). 
3 – they have been accidentally entered into the system twice 

 
To Retire a practitioner: 

1 – select the practitioner (either individually or through the practice) and click Edit 
  

2 – click the Retired checkbox at the bottom of the Practitioner Add/Edit form 
and click OK 
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If a patient record does not reference the practitioner then he can be deleted from 
Doctor/Practice Maintenance. 
 
 
Delete 
To Delete a practitioner: 
 1 – select the practitioner via the main window, then click the Delete button 

 
OR 
select the practitioner from within his practice record, and then click the 
Remove button in the Practitioners section 

 

 
 


